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APPENDIX I

A.

General Rules for Lot
Cataloging

What is lot cataloging?

When can | use lot
cataloging?

When can't | use lot
cataloging?

How many catalog numbers
do | assign to a lot?

How do | count the lot?

Is there a limit on the size of
a lot?

How do | number the
objects in a lot?
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LOT CATALOGING

Lot cataloging is a method of cataloging a group, or lot, of objects rather
than cataloging them individually. It's away to account for similar objects
without having to catalog each individual item.

Use of lot catal oging depends on the subject discipline. See Sections B and
C of this appendix for discipline-specific rules for lot cataloging. Theitems
inthe lot don't haveto beidentical. They do have to have certain common
characteristics, such as the same accession number and object name.

See Figures 1.1-1.5 for examples of lot cataloging.

Don't use lot cataloging for:

e rareor highvaueitems

e type specimens

e objectsthat you need to individually track, such as those on incoming
loan or exhibit

Assign one catalog number to the lot. Don’t use component part
designators with lots. Refer to Section | in Appendix C of this handbook
for information on component parts.

If possible, count the total number of itemsinthe lot. Enter this number in
the Item Count field in ANCS+. For lots that are too large or difficult to
count, use the Quantity and Storage Unit fields for:

e linear or cubic feet (for archives)

» the number of storage containers, such as 4 boxes

Note: Many archeological collectionsinclude weight. Enter information
on weight in the Weight field in ANCS+.

No. It'sagood ideato divide extremely large lots into verifiable units of
measure for inventory purposes.

If thereare... Then...

only afew objects, you can mark the number on each
object.

too many items to number number or label the containers.
individually,




What if | remove an object
from the lot?

How do | store lot cataloged
objects?

Discipline-specific Rules
for Lot Cataloging
Cultural Resources
Collections

What are the discipline-
specific rules for lot
cataloging archeology
objects?

Note: Don't use designators with the catalog number. Use designators
only with component parts, pairs, and sets. Refer to Section | in Appendix
C of this handbook for information on component parts, pairs, and sets.

Y ou may occasionally need to remove an object from the lot. For example,
oneitemin alot may go on exhibit or loan. There also may be items
missing from the lot that you will have to deaccession.

When an object is separated from the lot, give it a new catalog number and
a separate catalog record. Cross-reference both the new and original records
to each other. Adjust the Item Count field on the original record to show
that you have removed items from the lot.

Usually you store lots in a common container or containers that you store
together in the same location.

Archeology collections are frequently lot cataloged. To lot catalog
archeology collections, the lot must:

*  befrom the same accession

»  befrom the same provenience (to the smallest level)

»  beof the same material (or composite materials)

»  havethe same object name

Lots must be from the smallest provenience recorded by the archeol ogist.
Within provenience, split objects into groups by material. Y ou can’'t mix
different materialsin the same lot unless you classify the objects as
composites.

Further divide lots by the specific material type that falls within a broader
material category. For example, don't catalog chert, jasper, and obsidian
projectile points from the same provenience as one lot. Although these
materials are all stone, make separate lots for each specific material type.
It's especially important to separate material types that the archeol ogist
considersto be diagnostic.

Y ou can use the object name to further separate lots:

» from the same provenience

*  made from the same materia

For example, you can make separate |ots for rim sherds and body sherds.

Object names can be general, such as chipped stone, or specific, such as
projectile point. Use only one object name per lot. For example, don't list
severa projectile point types as the object name.
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Example:

Accession: Untyped sherds from Site 204, Kiva 1, fill and
Kiva1, floor

1lot catalog record:  Sherds, untyped (Site 204, Kiva 1, fill)
1lot catalog record:  Sherds, untyped (Site 204, Kiva 1, floor)

Accession: Miscellaneous ceramic and metal fragments, Jones
House Site, Room 5, floor

1lot catalog record:  Chinese export porcelain fragments
1lot catalog record:  transfer printed whiteware fragments
1lot catalog record:  unidentified ferrous aloy fragments

1lot catalog record:  unidentified copper alloy fragments

2. What are the discipline- Ethnology collections are usually not ot cataloged. To lot catalog
specific rules for lot ethnology collections, the lot must:
cataloging ethnology
objects? *  befrom the same accession

be from the same provenience

*  befrom the same cultural group

*  befrom the same date/period

e havethe same object name

»  havethe same artist/maker (if known)
The objects should be identical or similar.
Example:

Accession: Hopi and Navajo beads
1lot catalog record:  Hopi beads

1lot catalog record:  Navajo beads
Accession: 4 Comanche arrows

1lot catalog record:  Arrows (object name Arrow)
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3. What are the discipline-
specific rules for lot
cataloging history objects?

4. What are the discipline-
specific rules for lot
cataloging archives and
manuscript collections?

C. Discipline-specific Rules
for Lot Cataloging Natural
History Collections

1. What are the rules for lot
cataloging natural history
collections?

History collections are usually not lot cataloged. To lot catalog history
collections, the lot must:

*  befrom the same accession

e befrom the same provenience

e befrom the same date/period

» havethe same object name

»  havethe same artist/maker (if known)
*  havethe same eminent figure (if any)

The objects should be identical or similar.

Example:

Accession: General service enlisted men’s uniform buttons,
1855-1884 pattern, 7/8" size, donated by John
Smith.

1 lot catalog record: Buttons (object name Button)

Accession: Square cut nails, 1775-1815, 2"-2.5", from
Bishop Barnes House attic

1 lot catalog record: Nails (object name Nail)

Don't lot catalog archives and manuscript collections. Y ou catalog archives
and manuscript collections as a collection, and measure the size of the
collectionin linear feet. Refer to Appendix D in this handbook for
information on catal oging archives and manuscript collections.

The reason for ot cataloging natural history specimens depends on the
research objectives of the collecting project. In general, to lot catalog
natural history collections, the lot must be:

» from the same accession

from the same local e (same collection effort)
» from the same collection date

» from the same collector(s)

*  bestudied together as a unit

* bestored asaunit

Example:
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2. How does lot cataloging
relate to the research
objectives of the collecting
project?

3. Does lot cataloging vary
from taxon to taxon?

NPS Museum Handbook, Part |1 (2000)

Accession: 50 mixed insects and arachnids from a 5-minute
sweep net sample

1 lot catalog record: sweep net samplein asingle via of alcohol
Object/Specimen Nam: Sweep Net Sample

Quantification: Item Count =150 and Storage Unit = EA
Accession: thousands of insect from a single light trap that

was run overnight

1 lot catalog record: light trap sampleinasinglevial or jar

Object/Specimen Name:  Light Trap Sample

Quantification: Item Count = 0, Quantity = 1, and Storage Unit
=Via or Jar

Accession: 10 dental and skeletal fragments from a

paleontological specimen
Object/Specimen Name:  Coryphodon radians (genus and species)
Quantification: Item Count = 10 and Storage Unit = EA

See Appendix H in this handbook for additional information on cataloging
units. Appendix H isin a separate notebook.

Some studies require collecting and studying samples that include many
individual specimens. The collector collected the specimens as a unit and
intends to study them as an assemblage. The definition of collection unit
will, to some extent, be an arbitrary decision of the collector. The sameis
true for such collection data as date and time. For example, alight trap
sample may represent hours of sampling time.

Localeis another variable. The collector determinesif specimens collected
within centimeters or meters of each other are from the same locale.

Yes. Mammal, birds, and reptiles are generally collected as individuals and
arerarely lot cataloged. Smaller reptiles and amphibians are occasionally
lot cataloged if they are collected on the same date from small sampling
plots. Fish, particularly smaller, more common species, are frequently
cataloged asalot. Numerous specimens may be collected from asingle
seine haul or during electro-fishing or rotenone sampling.

Invertebrates are lot cataloged more than vertebrates. There are well-
developed sampling techniques for invertebrates. For example, there are
malaise traps, light traps, and pitfall traps for terrestrial arghropods. There
are various grab, core, sled, or dredge samples for benthic and epibenthic
organisms. There are avariety of net samplersfor planktonic organisms.

Most plant specimens, like vertebrates, are collected as single individuals.
Generally, give each herbarium sheet one catalog number. Count it as one
item, even if the sheet has more than one plant of the same species. On
occasion, numerous individuals of the same species are collected on the
same date from a single sampling area. In these cases, you may |ot catalog
the specimens using more than one herbarium sheet. For example, if the



4.

What is the maximum
allowable taxonomic
diversity within a lot?

Are the procedures for lot
cataloging natural history
specimens different from
cataloging specimens
individually?

6. Whatdo | doif | need to

remove specimens from the
lot?

specimens from the sample are on four herbarium sheets, give them all the
same catalog number. Enter 4 in the Iltem Count field on the catal og record.

Assign one catalog humber and lot catal og paleontological specimens that
make up oneindividual. You can aso lot catalog a matrix that has a mix of
fossils from several individuals of the same species.

Taxonomic diversity is the dissimilarity among specimens. In general, you
can determine lots by the lowest taxonomic level to which the specimens
are identified when you accession them. Thiswill vary from group to
group depending on the:

« difficulty of identification within the group
» level of expertise of the collector, donor, or curator

Usually vertebrates, vascular plants, and large fungi will be identified to
species. Insects or mollusks may be lot cataloged at the filing group level
(line 4 of the classification). They may be undescribed as a species, and
often only afew specialists can recognize them to family and genus. Other
invertebrates or microscopic organisms, such as nematodes or protozoans,
may be grouped at the major group level (line 3 of the classification).

If specimens are lot cataloged at the classification level, list the
classification level entry in the Object/Specimen Namefield. Enter
Unknown in the classification levels that are lower than the last known
entry.

No. The specific steps and guidelines for lot cataloging are essentially the
same as those you use to catalog specimens individually. Treat the entire
lot (rather than the individual components of the lot) as a single specimen.
Enter the number of specimens (or number of parts of one specimen) in the
Item Count field in ANCS+.

Use the Description field in ANCS+ to describe, in general terms the:
«  contents of thelot

»  gpecifics about the collection procedure, date, time of day

» associated data about climate and environment

Example:

Approximately 50 Daphnia pulex in various stages of development from a
ten-meter plankton tow using a 100 micron mesh plankton net.

Place a completed NPS natural history label in the storage container for the
lot. Thelabel includes the catalog number and other pertinent information
and identifies the lot. 1n some cases components of the lot have their own
labels, such as pinned insects. Y ou don’t have to affix catalog numbersto
individual itemsin alot if they don’'t normally have individual labels.

Scientists frequently borrow specimens for identification purposes. You

need to track specimens that you remove from alot temporarily for study.
Record the following information:

NPS Museum Handbook, Part 11 (2000)



e a full description and count of the specimens
» the name of the person who will be responsible for them
»  wherethey will be kept

» thedate they were removed

the date they are to be returned

If the specimens... Then track them...

will be gone for less than 30 with a Receipt for Property, Form
days, DI-105.

will be gone for more than with an Outgoing Loan Agreement,
30 days, Form 10-127

Refer to Chapter 5 in this handbook for information about loans.

Place an Object Temporary Removal Slip, Form 10-97, or a note with the
remainder of thelot. Refer to Section |1 in Chapter 4 of this handbook for
information about Form 10-97. Record the same information on the note as
inthelist above. Use black ink on acid-free paper.

7. What if specimens in a lot In the course of future study, it is likely that researchers will identify or re-
are recataloged? identify specimens within alot. Assignindividua catalog numbersto
single specimens or smaller lots of specimens. For example, a specialist
may use environmental monitoring samples to document changesin species
diversity over a period of twenty years. During that time, the specialist may
identify all or some of the specimensin the original lot. Asthis happens:

» storethe identified specimens with other fully identified specimens of
the same or related taxon

» cross-reference to the catalog record for the original lot

» adjust the Item Count field for the original lot to show the removal of
specimens

» include a cross-reference on the original record to the catalog records
for specimens that have been removed from the lot

Note: If aspecialist identifies many specimens of a single speciesfrom a
lot, you can create another lot catalog record at the species level.

D. List of Figures

Figure 1.1 Completed Catalog Record — Lot Cataloging (Archeology)
Figure 1.2 Completed Catalog Record — Lot Cataloging (Archeology)
Figure 1.3 Completed Catalog Record — Lot Cataloging (History)
Figure 1.4 Completed Catalog Record — Lot Cataloging (Biology)
Figure 1.5 Completed Catalog Record — Lot Cataloging (Geology)
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Figurel.5. Completed Catalog Record — L og Cataloging (Geology)
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